Tutorial: How to accept your Activity Manager Work Authorization

This step-by-step shows how a worker reviews the Activity(s) they have been assigned to,
and then accepts the conditions of that Activity work authorization. It also shows how to
determine the status of your activities and how to determine what level you have been
authorized to work.

Before you get started:

1. Inorder to log into Activity Manager you need a Berkeley Lab Identity account
(username and password). If you have not activated your Berkeley Lab Identity
account call the help desk (510) 486-4357 or use the online account set up:
https://identity.lbl.gov/activate/#/

2. You need to have set up your Berkeley Lab G Mail account (and be logged into your
Gmail account). Activity Manager uses Google Documents so if you are not logged in
to your Google account you won’t be able to view your Activity authorization(s).

Background: The Activity Lead (1) creates work Activities, (2) assigns workers to these
Activities, and (3) authorizes workers to work on the activities at one of three Authorization
levels. Your role as worker is to review the Activity, review your training status, understand
the level of authorization you have been assigned, and accept the conditions of the activity
authorization.

Getting Started: You will receive an email notification when you are assigned to an Activity.
This email will have a link to Activity Manager (https://wpc-am.lbl.gov/), where you will be
able to review your Activity(s). This tutorial describes the steps you need to take, and then
shows the steps using pictures.

Step 1: From the link in the email (example below) you will be directed to the Activity
Summary Page.

I & ACTIVITY MANAGER - QA

Activity Manager

Dear
You have been added to work on risk level 3 activity BE-0046
Genetically engineered phages and peptides for engineering
materials.

To be authorized on this activity you must 1) review the activity
and select Accept Conditions button, 2) complete all required

on-the-job training, and 3) work within your Authorization Level.
Contact Desai,Malav with questions.
Use this link to access the activity

You are receiving this email from LBNL's Activity Manager work
authorization system.

To learn more about Activity Manager or the Work Planning & Control
(WPC) program visit http://wpc.lbl.qov or contact your Division Safety
Coordinator.
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Step 2: Review the Activity Summary and Description of Work
1. Review the activity information at the top of the Worker Summary page
a. Communicates the name of activity lead
b. Communicates the location(s) of where the work is performed
2. Understand the risk-level of your activity
a. Risk-level 1 =low risk hazards
b. Risk-level 2 = medium risk hazards
c. Risk-level 3 = high-risk hazards
3. Review the Description of Work
a. The description of work describes what it entails. It may indicate what
process’ are used, what materials and equipment are used, whether
there is specific on-the-job-training requirements, and if there are any
limitations or constraints associated with performing the activity. There
may also be specific procedures attached as support.
i. NOTE: The video discusses this in greater detail so is worth
viewing.
b. If you have any questions, you should contact the activity lead for
clarification.

ACTIVITY SUMMARY E ~ @
EH-0097
ACTIVITY STATUS: ACTIVE

Activity Risk Level

n\ m—

Activity Lead: John Heim Activity Start Date: February 13,2015 Activity Division: Environ, Health, & Safety
Activity Name: Synthesis of Neuro-Radiotracers Activity Renewal Date: February 15,2016 Project: EHS Training Tutorials

Activity Locations: 055-0118 | 055-0116 |

BRIEF DESCRIPTION

For the purpose of developing training

Description of Work Hazards Controls

Description:

This work involves the design, synthesis, and testing of new radiotracers that target
neuro-receptors with known or suspected involvement in human cognitive disorders, including
schizophrenia. These ligands will be radiolabeled with a variety of isotopes, allowing for their
use in both PET and SPECT imaging systems....

Processes:
The processes involved include:
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Step 3: Review the Hazards and Controls
After you review the description of work you need to review the hazards associated with
the work:

1. Click the Hazards & Controls tab.

2. Review the hazards associated with the activity
3. Identify the risk-level of each hazard
4

Expand each hazard category and review all of the controls associated with each of

the hazards.

Description of Work Hazards & Controls Training Courses

n Click Hazards & Controls I e
Expand each hazard categol A
BIOLOGICAL E a il I\ )

COMPRESSED GASES (A)
HAZARD ACTIVITY SPECIFIC INFORMATION RISK
LEVEL
Compressed inert gases, less than or equal to 2 cylinders per room ‘v Review the hazards and controls
for each category
CONTROL ITY SPECIFIC INFORMATION

Wear closed toe shoes and long pants

Wear eye protection based on the hazard of the activity
Step 4: Review the location of the hazards

HAZARD LOCATIONS

HAZARDS AND LOCATIONS 001-0264

Non-exempt rDNA research
Self-trans of cryogens
Cryogenically cooled items
Using press cryogens
Cryogens using<5L unpress
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Step 5: Review Training Courses
This tab lists all of the required courses associated with performing work on this activity.
You can also view all of your required trainings at “training.lbl.gov”

Description of Work Hazards & Controls Training Courses

\ n Click Training Courses I sl

TRAINING COURSE ACTIVITY SPECIFIC INFORMATION

Training Course EHS0171 Pressure Safety

On-the-Job training

Training Course EHS0170 Cryogen Safety

Training Course EHS0657 Vehicle Transport of Hazardous Materials

Training Course EHS0739 Biosafety Training for Researchers

Step 6: Accept the conditions of your authorization

ACTIVITY SUMMARY n Giick “Accept Conditions”

EE-0033 - MATERIAL SYNTHESIS
ACTIVITY STATUS: ACTIVE

Activity Risk Level

‘ ‘ Accept Condtens

Activity Lead: Wei Tong Activity Approved Date: July 21,2016 Activity Division: Energy Storage & Distributed R
Activity Name: Material Synthesis Activity Renewal Date: June 15,2017 Project Lead: TongWei
Project: Electrochemistry Research (Tong)

Activity Lead Designees: Xu,Jing |
Activity Locations: 062-0350 | 062-0138 | 062-0342 | 062-0102 | 062-0220 | 062-0246 |

BRIEF DESCRIPTION

Synthesis of battery materials.
Description of Work

1. Ifyou have questions about the description of work, any of the hazards or questions
about the required controls speak with your Activity Lead for clarification.

2. Ifyou have thoroughly reviewed the activity and do not have any questions, select
"Choose an Action” and then “Accept Conditions.

3. Here you are asked to certify that you have read the activity description and the
hazards and controls and that you understand the and accept the condition of the
activity.

| certify that | have read the: Review

Activity Description

Hazards & Controls

| understand and accept the conditions of this activity

“ Caneel
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IMPORTANT: The next step explains how to determine your authorization level. This
communicates whether you been authorized to “Work with supervision”, or “Work
unsupervised but not alone” for example.

Step 6: Review your Work Summary

1. Select “Dashboards” and then click “My Work Summary”

~ Activity Manager

HOME | HAZARDS & CONTROLS | RESOURCES  DASHBOARDS | SUPPORT

My Work Summary
ACTIVITY SUMMARY
EH-0097
ACTIVITY STATUS: ACTIVE Select Dashboard / My Work Summary

2. Review your authorization level for each of your activities
3. Review the status of your activities:
a. Have you completed all required trainings?
b. Have you accepted your activity?
c. Has the activity been approved?
4. Determine if you have completed required trainings (status).

Review your authorization level |

Review your status per activity |

ASSIGNED ACTIVITIES

ACTIVITY © ACTIVITY NAME © RISK © AUTHORIZATION © ACTIVITYLEAD © TRAININGS ACCEPTANCE APPROVAL
EH-0036 Traffic & Pedestrian 1 Not Authorized to Work Wisherop,Michael Paul c o O
Safety AND Safety
Concerns
EH-0097 Synthesis of Neuro 3 Work with Supervision Heim,John Q o o
Radiotracers

ACTIVITY TRAINING STATUS

COURSEID © COURSE NAME © EXPIRY DATE © COMPLETITION STATUS ©
EHS0348 Chemical Hygiene and Safety 4 Incomplete
EHS0520 Fire Extinguisher Safety-Pt.1 Completed
EHS0531 Fire Extinguisher Safety Ref 12/03/2013 Expired

The End
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